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OFFICE OF THE SECRETARY OF S A T E  
DEPARTMENT OF ARCHIVES AND HISTORI 

~~ -.~. ,~ . -. .~ . ~~~ 

r RECORDS MANAOEMENT PIVISION 
3 ~ ~ ~ ~ ~ C ~ ~ ~ ~ ~  FOR RECORDS RETENTION SCHEDULE 

,,,~,~_~._-~.~__-_~ ~.~~ ~~~ ~~~~~ 

4. D8ter O f  &riel 
Earliest Latest 
7-1-81 I P r e s e n t  

INSTRUCTIONS: See Publication No. 76-RM-? for instructions on completing this form. Forward signed 'original to 
Department of Archives and Histoi-y, Records Management Division, 330 Capitol Avenue, Atlanti, Georgia. 30334. 
Attention: Scheduling Section. 

A 
. ---Y ~ . - _-.~ -__---- _ _ * ~  ~ . . ~ ~  ~ ~- _-_ 

1. Agency Address ,. ,. ~ F O R -  RECORDS~ANAGEMENT ~~ USE 
. r-- Off ice of t h e  Comptrol ier  Genera ApplicationNurnbar 

. 
5. Records Series Titla (followed by title used in offke; if different) 

I n s u r a n c e  Agents  & I n s u r a n c e  Companies Refunds  - 
6. 
- --L-ll-l* __I-. ~- . -- - -~ --- -- - - - - - _ _  - - 
Division md Offica Funaiop 

The Agents  L i c e n s e  D i v i s i o n  is r e s p o n s i b l e  f o r  p r o c e s s i n g  a p p l i c a t i o  
and i s s u i n g  new a g e n t s '  l i censes  and renewing permanent l i c e n s e s ;  
examining a g e n t s ,  conduct ing  p re -hea r ing  c o n f e r e n c e s ;  and f o r  
p r e p a r i n g  c e r t i f i c a t e s  f o r  a g e n t s  b e i n g  l i c e n s e d  a s  n o n - r e s i d e n t s  
i n  o t h e r  s t a t e s  and accou 'n t ing  f o r  a l l  Agents  L i c e n s i n g  and  
C e r t i f i c a t e s  of A u t h o r i t y  f e e s .  

What is the function of the Division and the Office in which this record series is  created? 

~ .. -~ .- - .. .... --._ 

7. Record Serb Deralption This file contains the following documents (include form numbersand tir/8J, if any): 
Attach samples of the file. 

~ ~ ~ ~ ~ ~ ~ l ~ ~ i ~  to: Refunds t o  I n s u r a n c e  a g e n t s  or  companies  f o r  f d r s t  time 

Included are: w i t h  t h e i r  company. 

a p p l i c a t i o n s  and renewa 1 ~ra p p l g c a t  i o n s ;  r e f u n d s  t o  I n s u r a n c e  
Companies f o r  a g e n t s  t h e y  a r e  a p p o i n t i n g  f o r  t h e  f i r s t  time 

Returned  G. I .  D. 101 'S ,  G i I .D . .122 ' s ,  G.1.D: 103 ' s ,G. I .D.  
1 0 4 ' s ,  A G 2 ' s ,  O f f i c e  of t h e  Compt ro l l e r  General Sendback 
l e t t e r  I s ,  Dated Correspondence ,  

~ i l ~ i ~ ~ ~ ~ ~ ~ ~ ~ d :  I n  A l p h a b e t i c a l  Order p e r  F i s c a l -  Year.  
~- 

. ... I ~ ~ - ~ - ~ 

- - - - - - - -~._-I_ _ _ ~ _  ~ ~~ __  . c 8. Monthly Reference Rate How often are records referred to which are: 



a. State Law ~~ ... . .-,years. 1. Audit period - ._~ ~ .- ~- years. 1 

b. Statute of limitation _.__..,,_ .years. e. Administrative need - -~q----.years. 
c. Federal law _- ..~ - .--years. f. Federal retention instructions - ~- --~. ~. -years. 

, :. ,. 
. .  , .  

Attach copy or excerpt of laws or regulations. Explain administrative need. " 
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12 Aoakved Disposition Instructions This agency recommends that  the file series be cut off a t  thb end of each: 

0 Calendar Ydar ;b Fiscal rear; 0 Other A. .. : --__~. . __ -then, , . ,  . 
~. 

X& Hold in the current files area --,monthis) - ~~ 1 --.year(s);then or Until State Audit is Comple 
0 Transfer to local holding area, hold -------.year(s); then 

Transfer to State ReaJrds Center: hold -.. 3 . 

0 Transfer to State Archives for permanent retention. 
0 Other lspecifyl 

-. yearb); then 
w Destroy. 
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